Managing Your Members’ Files

Each member must have a unique member file, to be kept in a standard manila folder. It
is the Coordinator’s responsibility to create, update and retain member file folders.

In each member file folder, staple the Member File Record (below) to the inside cover.
When you receive a paper enrollment packet, use the Enrollment Checklist to ensure
that all necessary forms are present. Please keep track of all correspondence with
individual members on the Contact Log. Blank Member File Records are available at
http://www.mtcompact.org by clicking Programs, Campus Corps, Coordinator Resources.

Members’ file folder tabs should be labeled with four items:

Top Left Top Right
Member’s name Campus Initials

(last, first, middle initial),

Bottom Left Bottom Right
Position Type (ST or SL) and Year Term Length (Ex.: 300, 450, 1700, etc)
(Ex.: Service Team-ST *09-10)

NOTE: Member File Records contain confidential information that needs to be kept in
a locked and secure location. Please contact the MTCC office with any questions.
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MEMBER FILE RECORD

MONTANA CAMPUS CORPS
ENROLLMENT CHECKLIST

[] Enrollment Cover Page

[ ] Member Agreement Authorization

[] Site Agreement & Position Description

[] Member Development Plan

[ ] CBC Authorization / Date

[ ] Proof of citizenship

[] Photo ID

[] Sve. Site Needs Statement (student teachers only)

[ ] Add to monthly email & hours update document
[ ] Campus Corps t-shirt

[] Send welcome email

[] Notification to Network Office

Start date:

State enrolled in:

CONTACT LOG

Member Name:

MONTANA CAMPUS CORPS
EXIT CHECKLIST

[] CNCS Exit form

[] Mid-term Performance Evaluation
(900 and 1700-hour members ONLY)
[] End-of-term Performance Evaluation
(ALL members)

[] Member Development Survey

[] Site Supervisor Survey

[] Volunteer Survey

[] Great Story

[ ] Remove from monthly email
[ ] Send exit email
] Notification to Network Office

Actual Exit date:
Award type: [_] Full award

[] Partial award
[ ] No award

Date Form of Communication

Comments/Notes
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